KAPPA ALPHA ORDER
Officer Transition Guide
[image: image1.png]



NUMBER III
Former Number III: _______________________________________
Number III: ______________________________________________

Date of Transition: ________________________________________
EXCELLENCE IS OUR AIM

DUTIES OF YOUR OFFICE
The Number III


THINGS TO DO
· Introduce yourself to the Alumnus Advisor
· Introduce yourself to the Faculty Advisor

· Introduce yourself to the Greek Advisor
· Review the latest Report 7 from the Associate Director for Chapter Services
· Memorize 100% of your part in initiation
· Read and understand the National Reporting System
· Conduct order of business in chapter meetings
· Call roll at the beginning and end of chapter meetings (should be kept in separate book)

· Take minutes in chapter meetings; to be kept in permanent bound minute book for which you are responsible
· The minutes should be specific but not elaborated
· Furnish VII with list of absentees
· Read minutes from previous meeting, submit to Number I for approval
· Serve as an advisor to the Number I
· Oversee the committees, their duties and their records
· Oversee the administration of the chapter’s scholarship program

· Ensure your chapter has a written and functioning scholarship program
THINGS YOU WILL NEED
· A copy of the Kappa Alpha Laws*

· Current copy of chapter by-laws
· A permanently bound minute book
· A good monthly calendar
· A copy of your chapter’s scholarship program
· A membership ledger, roster, phone list, and email addresses
· A copy of last semester’s grade report
· National Reporting System information sheet*

· Updated list of all chapter committees and who is on them
· Copy of the Kappa Alpha Order Risk Management Policy
· Scholarship Manual*

______________________________________________________________________________________________

 If you are missing any of the items supplied by the National Administrative Office(marked by a *) please call (540) 463-1865.

EXCELLENCE IS OUR AIM
COMMITTEE STRUCTURE
Even though your chapter has nine officers, it is impossible for these men to govern and operate a successful chapter by themselves.  Just as a company’s board of directors directs employees to carry out policy or accomplish tasks, the officers must have others who are willing to work diligently for the chapter.

To assist in the daily operations, a successful chapter will incorporate a strong committee system.  Committees not only support chapter officers, but they also provide a way for other members to be involved.  By delegating responsibilities through committees, chapter members know that they are making an important contribution.  It is advisable to incorporate all members.

Committees are a vital part of chapter operations and could mean the difference in a successful chapter and a non-successful chapter.  For this reason, as the third highest-ranking officer in your chapter, the National Administrative Office feels that every Number III should assume responsibility and supervise your chapter’s committee structure.  The following are a few common committees that you will find in almost any chapter.  Since the only committee that is required by law is the prudential committee, it is up to your chapter to decide which committees you will need.
1. Prudential  

2. Member Education


3. New Member Education 

4. Ritual

5. Scholarship

6. Alumni Relations

7. Recruitment

8. Public Relations

9. Intramurals

10. Housing

11. Project Outreach

12. Brotherhood Building

13. Social 

14. Risk Management

NATIONAL REPORTING SYSTEM
	Report 1
	Fall Dues and Insurance Report 


This report allows you to update your chapter’s active member roster and current officers by noting those who have graduated, transferred or left school.  

The deadline for filing this report is September 30th, after which a fine of $5.00* per member will be in effect.

Fees per active brother are:  $255.00* per active per year ($95.00* for annual dues and $160.00* for insurance per year).  Fall new members do not pay insurance or dues the first semester.


	Report 2
	Pledge Cards  


This report records the information for your new members. 

*A check for the induction fees ($80.00* per pledge) is to be mailed to the National Office within 48 hours of induction.     

*NOTE: This induction fees do not include the fees for the induction packets.  The packets must be ordered separately from the National Office and will not be sent automatically.  You must submit a check for $20 for each packet ordered.  (An induction packet includes The Varlet, pledge pin, Manners Born Manners Bred, The Talisman and Hazing Brochure.)

For every induction fee that is submitted a credit of $20 will be posted to the chapter account. This takes place in December for fall new members and in May for spring new members.   


	Report 3
	                                              Mid-Year Report 


This report provides financial information needed for IRS filing purposes.

This report is due to the National Office by November 15th.  


	Report 4
	                                              Initiation Report 


This report is used to record the initiation of new members. 

The initiation fee is $250.00* per new member.

Badges will be shipped in time for the initiation ceremony to chapters who have:  (1) paid all induction and initiation fees, and (2) filed Report 4 at least two weeks prior to initiation.  (Shingles will be ordered and shipped directly to the chapter.  Please allow four to six weeks for delivery.)


	Report 5
	The Kappa Alpha Journal Submission


This report calls for chapters to submit items for the Kappa Alpha Journal. Although the National Administrative Office will send out requests during the year, your chapter may submit information to the Director of Communications at any time. Please mail or email photographs with your Report 5 when possible.


	Report 6
	Spring Dues and Insurance Report 


This report helps to update your chapter membership.  Also for new members, new initiates and anyone who did not pay in full in the fall, the insurance assessment is $80.00* and dues are $47.50*.  The deadline for filing this report is February 28th, after which a fine of $5.00* per member will be in effect.


	Report 7
	       Associate Director for Chapter Services

                                                Chapter Report


The Associate Director for Chapter Services will report on his visit to a chapter and give his analysis of the chapter and its programs.  The chapter, the Alumnus Advisor, the Greek Advisor and the Province Commander will each receive a copy after the consultant finishes his visit to the chapter.


	Report 8
	                      Province Commander’s Report


The Province Commander will visit each chapter in his province at least once a year.  Following that visit, he will report on the chapter’s status.  This report is filed with the National Office. 


	Report 9
	                                   End of the Year Report


This report provides the National Office with summer address information for chapter officers.  It is due prior to the close of the spring semester.


	Report 10
	                                   Chapter Annual Report




This report provides the National Office with the updated officer and committee information following chapter elections. It must be filed by December 5th.
*Fees are subject to change

EXCELLENCE IS OUR AIM

NO. III GOAL SETTING                  Order of Business 
Initiation ceremony

Current % of ceremony memorized______

Goal % by next initiation______________

Formal Meetings
Do you currently have a permanent bound minute book?________________________

Are minutes clear and precise?__________

Do you currently take roll in a membership ledger?_____________________________

Committee structure

Is the committee structure in place?______

Are committees meeting regularly?_____

Academics

Last years GPA_____________________

Goal GPA for this year_______________

Current academic rank among fraternities

_________________________________

Goal rank among fraternities__________

Was the chapter above the all male average

last year?__________________________

Was the chapter above the all fraternity     average last year?____________________

Does your chapter have a written scholarship

Program?___________________________

TRANSITION NOTES:

I.  Call to Order:

· Brother Bonner called a formal meeting of Omega Omega chapter of Kappa Alpha Order to order at (Time) on (Date, Monday, Jan. 5, 2015).

II.  Roll Call and Reading of the Minutes:


Members not present:


    Michael Wilson
  Brent Fellows
    Larry Wiese*
  Jesse Lyons
Place (*) by the names that are excused absences.

III.  Reading from the customs of the Order:
IV.  Reports of Correspondence:

· Brother Harvey read a letter from the Alpha Chi’s.

· Brother Bush read a letter from IFC pertaining to Intramural.

V.  Reports of Officers: (Every officer should report)
· Brother Griffith, the Number  VI, asked the chapter to pay their dues.

· Brother Dellinger, Number III, reminded the chapter to turn in their alumni names.

· Brother Cofer, Number I, asked the chapter to participate in the car wash this weekend.

VI. Reports of Committees: (Every committee reports)
· Brother Ammen reminded the chapter that prudential would be held after the chapter meeting.

VII.  Special Order of Business:


None

VIII.  Unfinished Business:


None

IX.  New Business:


None

X.  Voluntary Remarks:

· Be somewhat specific in this area, convey the point but do not elaborate.

XI.  Censor Report and Decisions:

· Brother Brian was fined.

· Brother Cas was fined.

XII.  Closing Ceremony:

XIII.  Adjournment:

· Brother Bonner closed the meeting with prayer at (Time).

Submitted By____________________(Number III)

Approved By_____________________(Number I)

9-133. The III –Recording Secretary. The III shall keep full minutes of the chapter proceedings in a permanent minute book; call the roll at the opening and closing of each meeting of the chapter or the active members thereof; furnish the VII during the progress of each meeting with a list of absentees upon all roll calls not theretofore presented to him; read the minutes of the previous meeting; submit his minutes to the I for his approval and signature; supervise the IV in keeping the files of chapter correspondence; and be responsible to the I for the minute book and other records of the chapter used in direct connection with chapters meetings.  He shall also serve as the scholarship officer for the Active Chapter.  Amended by the 72nd Convention, to take effect on December 1, 2007.





























